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lo PROBIEM* 

To develop a systematic zne-Uiod of ctetermlning normal promotion 
progressicm for all lines of T^ork within tlia QS<^$ to QS-11 
ran^o 

2o ASSUI'ffTION* 

The Agency will eontimie to adhere^ insofar as possible^ to 
the pnadLples of the Classification Act of 19U9« and to 
Federal Personnel procedures pronwlgated by the TI.S» Civil 
Service Commission in ecnmeetion with its impleinentatioa«> 

3o nrscussioN* 

3to Faragr«^ 2b,9 Prontotioostf 30 April» 195^ states^ 

"Promotions will be llmitod to one grade except wh^e double 
grade stages have been establi^ed as the nomal progression 
within the grade range QS«|^ throng OS«'ll"o 

bo The conparable reetrictioa on promotions thic^ spplies to 
i^enoies not excepted from the Glassification Act of 19h9 is 
of statutory nature (the Supplemental Appropriation Act of 
19^j, 00 DBu<»Lly known as the InThitten Ain^dmsxxt)o In Section 
1310 (e) (2)« this statute providas that no person shall be 
promoted or transfexred to a higher grade without having 
served at least one year in the mxt lower grade* exccqpt that 
promotions of two grades may be made to positions not higher 
than OS<«lI> t^ich are in a line of work properly dassiHed 
under the Classlflcatian Act of 19h9 at two»grade intervals^ 

Co A comparison of the CIA Promotion Begulation and the Mitten 
Amend^t promotion requirements reveals a striking similarity 
in basie ob^etives and ^)proadho Both provide for an orderly* 
systematic end controlled prcmiotion progression fcs> eispXcya&sj 
our plan* however* is more flexible as exceptions to the "time«> 
in«grade" requirmnents may be made more readily when justifledo 
With respect to defining the categories of positions in the 
0S«5 throu^ GS-11 range in which douKLa-grade premotions nay 
be made* the Whitten plan peimits such promotions whenever the 
litw of work is classifiable two-grade intervals under the ; 
'B3^i^2'lealSton Acbo fiw pSaii*^ congjara'bfe requffrOTenk IS 1ES& 
the normal proCTessjon in the line of work is established in 
H^le^prade stageso -------- — — ' 
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do For Federal Agencies under the Classification Act, the 
Civil SerrAoe CcttBuission designates, by Classificatioa 
Seriasg li 3 »s of work classifiable at one and two-grade 
InbervalSa (UoSo Civil Service Comnissioia Departmental 
Circular No*. STl, Supplment li)o Jhis type of approach 
could be adopted in CIA with ^propaeiate modlficaidons to ; 
mset the pequireaaenbs and objectives of the Career Service | 
Pjfogyaniji and to consider the atypio^ lin es of work found i 
in our Agendo With this fTaa© of refOTencep a review of , 
oar occupational sbructure suggests ^t promotion progression 
patterns could be narrowed basically to the following three* 


Promotional Stages 
from En1n:anse Level 
to Jouxneyman Level 


O) (2) 

l^fessional and 
Technician and Specialiaod 
Clerical Professional Aid Adrai^strative 

I 


1 

2 

3 

k 

G6-3 

as4( 

GS-5 

GS*6 

GS-7-» 

GS*«»5 

QS«6 

GS®7 

QS»8 

QS«9 

^GS«5 

GS-7 

QS-9 

GS-n 

GSd2 

StQjervasory and 

qS^ 


: GS'-IS 

Advanced Levels 

QS-9 

OS—ll 

; throi^ 


QS-10 

GS-12 

Gb—18 


GS-11 

GS-13 


a Clerical Pattern* 



L 


This includes all positicaos in the dericala stenograjMo» 
business-fliachdJie operatlcm, seoretaiial and related fields <» 
The piegressioo prides for an France level in whicto 
Idle most routine deified work is accaipliahed, and advanced 
levels, with progressivdy more difficult and responsible 
work assigned at each hi^er level® The clerical " journeyman" 
level of -ttie position railes from GS-5 to QS-6 depending ; 
upon the coa^jleadtsr and difficulty of work performedo The 


* NOTBi Soiae specialties caolyo 


oa 2 •* 
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GS»7 level Is generally Uisited to positions with significant 
j>equireiaents in addition to the clerical factora® eago Se^etary 
poei-tri-caas with semi-professional tasksj slarong contact duties 
or supervisory re^onsdbilitleso A promotion progression ;Of 
one-grade intervals is thieved deslraible for the clerical 
category tor the following reasons* I 

(a)o Xt provides for an « apprenticeship" or training period witti 
two to three stages prior to employee achieving the joumetymffli 

levela I 


('o)s, Utilization of two-grade promotions as the rule could 

result in many employees reaching the top rung of the la<^r 
in their field in a relatively short period of time and without 
attaiiMd the stage of job maturity and proficiencyn 
necessary to provide efficients secure and economical cleri^ 
supports* Under these circumstances* premature pressuro 
easily develop for unwarranted \ipjard changes in the clerical 
grade structure or for traisfers of cleric^ personnel to 
othKT linas of work for idiich their qualifications weare eijctremely 

mazginalo 

(c) « The nature and variety of work performed and supe^ion and 

guidelines followed are such that distinguishing features exist 
for the work at eadi grade lev^o Utilization of double-grade 
promotions raighb result in an individual "skipplnB" one ph^e 
or level of clerical work that is prerequisite to successful 
performance in tbs position to -tfiiich promoted* 

(d) * In accordance xd.th ® certification 

the individual being promoted is the best qualified indi'^adual 
for the position within the zona of considerattonn If two- 
grads promoUons were used# in each case of prorosed promotion 
Som CB<4t to QS-6, for example# all GS-^ clericalB as toIJ as 
QS-l**s would have to he considered before the GS-U could be 
given the "double jump"* i 


(3)0 Sln^e-grade promotion progression for this category of positttms# 
with few exceptions# is mandatory in other Federal Agencies 
und^ the Classilication Act* 


•» NOTE* To perfom successfully at the GS-T level# a Seiiaretary 
should bs 63 cpert not only In ths technlosl SQCJ^taxial s^lls^i 
but also ^ould possess comprehensive knowledge of the Agency 
(organization# operatiMis# procedures# precedents and other back- 
ground obtainable only over a substantial period of time* 
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(2) o Teohnician and Prof essional-^d Patterns | 

This category eneoiapasses Technician positions such as 
Slectronics Technicians^ liadlo Operatars* Draftsman^ 
liainbenaace Superlntaidents« eteo« as tiell as positions 
engaged in supporting professional aetivitieso The 
P3r^essional-^d positions require a close familiaxity 
with the temilnologyf tediniqpes and prooedbires in a pro^* 
fessional fields but are not responsible for rendering 
professional '^^terminations^ decisions, and taking fii^ 
substantive actimso An acytemie professional badcground 
is not a qualificatlOT requiimeB** Among Professional 
Aid positions are Intelligenee Assistants, Kedlcal Technical 
Assistants, ISrgineciring Aids, training Assistants, etco :The 
pranotion pattern for Technician and Professional Aid 
positions is characterized byi 

Ca)o B!ntranoe at the QS-5 l^ved on the basis of quallfieatiaa 
requirements which specify sane prior training, educaticai, 
and/or escperlence in, or related to, the line ctT wcrko 

(b)« Distinguishable rarianees exist in the t 3 q}e and difficulty 
of work performed at each succeeding levA« 

(e)o The ’’seod^professicsial” tjrpe c£ work performed is such 

that on-the-job e:q)erienee of sihstanblal duration at eac^ 
levi^ is prerequisite to successful perforaance of the work 
of the next higher levels As in the ease of the Clerical 
line of work, advancement hy one grade stages is necessary 
to provide a promotloa pattern which will result in a satis- 
factory *'£^preatlee'* periodo In addition, prc^r grade align- 
mmt of these positions with those in the c^rleal category 
as well as in the professional and specialized administrative 
eategcury on the basis of duties and responsibilities requires 
the use of one-grade iatervalso | 

(3) 0 Flrofessicxial and Specialized Adkninistrative Pattens 

Ca)o This category is eocnprised oft 

lo Positions in the "recog^zed** professions, (eege Chemists, 

Attorneys, Uedieal Officers, ttechanlcal Engiiaeers, Idbra^ans)o 

So Positions in, and TeeuUar to, the "inteUigence** profession, 
(eogo Operations OffLeera, In^ligence Officers, Biographic 
Ana3^ts)» 
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Pcsitlcuu in specialized aduinistratlyef man^^lial and 
eaBcutive fields^ (eog* Auditcnrs^ !l^ran8portatl<ja Officers^ I 
Finance Officers, Personnel Officers, Administrative Officers 


) 


0 


(b)o The three sub-categories of positions tt), (£), (^), above, 
can be luii?)ed together for purposes or thia“ stud 7 due to the 
foUcwing similarities in their basic eharacteristicss 




The positions are allocated vith the same range of grade levels 
and have, gaaerally speaking, parallel ^joumeytaan" levels of 
-uorlCo 


The seme level of specialized qualificatioo requirements app! 
at parallel grade levels, formal educational background or 1 
equivalent as an entrance quaUflcation requirement being a 
denominataro 


lies 

s 

cotmoQ 




Ti^ie positions in this group comprise ths bulk of the professional 
and executive staff of the Agencjro 


(c)o A normal progression of two-grads stages (08-5, 7, 9, U, 12) for 
this group Is indicated 1:^ the foOLlaiiing eon8ideratioi»i 

lo Promotions of tw(>»grads stages has bsen the general praetLee in 

CIA as well as In the Federal Service «t large in the lines of woric 
involvedo 

2o Alth.A]gh varianess exist in msgoj lines of work (partioularigpj 

Adadnistrative) in this groa;^, s gensrel hypothsids magr be stated 
that in CIA, OS-12 is the full joumsyman level for oeeupatlons 
eorveredc> Therefore, a two-grade progressiQn provides four stages 
of advanosnant from tbs sntrsnos level to the Journsynan» Tte 
principal entrance step for ths eatsgoxyr, 08*5, requires training 
and education or the e^valent in wozic experienos of a BachelQr*t 
Degreeo Advanced foraal education is desirable for many poaitlcne 
In this group, in which case possession of a Kaster^a Degree^ aoete 
the qualification requireonats for ths 08*7 level and a Doetcr's 
Degree for 08*9, tixus establlidiing the first three steps in the 
progression pattemo The fourth step, 08*11, provides a desirable 
period of work experience prior to the PhD achieving "joame^nnan'' 
statuso 


Actual work assignments at ths levels below journeyman refleist ths 
fact that baaieaUy ths same nature and vaxlety of wozk is perf on ss d 
at each successive level with the distinguishing feature between 
levels consisting principally of the degree of inatroetlQn, Review 
and supervision receivedo Ths use of "even numbered*' grades would 
tend to establish ax^ficiall levels which are extoemely difficult 
to definr and dletlnguidi from levels above and below. 
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(d)o Exeeptioae to ProfessionaiL and SpeciaLiaed Adbiinietratlv© 

Patt.erm 

I 

lo PTOgaressicaa, qC GS«^a GS*7a 0S*9g. QS*11» OSrlg. 

This ppogpessicm applies to a speciaO. ©lass of positions 0 
adkaialstrativ© In nataroa in T^ilch the work performed t^jcaa 
entrance snd for a substantial period of time thereafter is : 
ccBsprLsed to a great degree of cleilcal and professional aid 
tasks® PositioiB in this dass are typified by the fpllowinga ' 
Personnel Assistant® Adainistrative Assistant® Budget Assistatsb® 
Security Assistant® Supply Assistant® etc®® (Paragraph 3bg 
Annex Aithoui^ formal academic training is hi^ily desir^le 
and is qualifying for entrance into this class in grade 
the acadamic eaperience is iitreriably not closely related to’ 
the work perf oraedf and consequently® a sxns^at extended period 
is required for the waplqyee to master the clerical and procedural 
detail prerequisite to the assumption of actual "professional" 
tasks® The CH3-7 level has been found to represmrt the stage; a* 
whidi tM «« occurs (after employee has ccn^lated two sub*«professional 
or clerical stages)® and a namal progression by two«grad© increments 
to GS-*11 thereafter provides a proper grade aUgnrasnt with the 
balance of positicais in the Professional and Specialized Administrative 
Qrcnq>o "Tii»<*dn»grade" requir^nenfcs at the Qs«^ and GS -6 levels 
for advancement to the next grade Should be •fee same as spe^fled 
f<ff regular Clerioal, Techniden* cr Professional Aid positions, 
a w^Trimmit of months at eafe level® 

® Use of «Ev^ Humbared" Grade levels elsewhere in •fee Professional 


an 




In addl-tion to fee si-fcuation set forth in (1) above, in a few 
individual cases, it is practical to utilise even-nuatoered grads 
levds (as-6, GS- 8 , GS-10) as exoeptionsi (a) in the case of 
"traima" podtions feere it is undesirable to require -the employee 
to remain in the grade fee full waiting period re<piir3d for a two- 
grade promotion, and (b) In the case of border-line Classification 
dedsions feenever an wd-nunto^^ed grade cannot satisfactorily be 
used® 'ilhere fee use of "even" grade positionB in this group is 
justified, a reasonable ti»e-ln-grado ralnimun for promotion jto an 
int^medta'te grade and from that intenaadiate grade to the next 
regular grade, should be established® Lc^cally, this ra i dimna for 
a one-grade proiiKstioo in feto dtuation, would be caje«half fee 
tims required for a narroal "two grade promotion® ^ or example, 
promotion from GS-7 to G 6-8 would require one-half fee 12-month 
nrtrriwim tlme-in-grade required for promoticn from GS-7 to Gs-9® 
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(e)a Xxtasoittch as the foregoing paragraph seta up two distinct: 

progression patterns, (a one-grade progression for positions 
in the Clerical, Professional Aid, and Tedinician iieldj and 
a two-CTax3e larogreooion (witli some modifications) for positions 
in the iVofessional and Specialized Administrative fields), some 
objections may be raised on the premise that ”all enployees 
should be treated alike and given equal opportunities for advance- 
ment”® In rebuttal tliereof, tlie following comnents are submltteds 

i® ^ indi^d&al may, a* any time, be transferred from a 

position in the Clerical, Tecluiician, or Professional Aid field 
to a position in th® Professional or Specialized A<teilnistrative 
flaldo This fact should provtde an incentive fbr eagjlqy^es to 
increase their value to the Agency ty participating in Agency w 
outside training® | 

2p Tbs progression i>attems set forth are consistent with those in 
general use throu^out the Govammant fcr comparable tjws of 
pc^tionso 

2t> Inhere formal wage adainistration plana are used in private 
industay, separate salary sdiedules and progression patterns 
are invariably established for each of the various categories ' 
of e^ployeos, (e®go Production, Clerical, Research, Managerialo 
and Sales Schedules)® 

{f)o A review of the Agency Occupational Structure reveals that by 
far tto greater ntJBBiber of iwavidoal positioi titles fall within 
the '’Professional and Specialized Adsdnlstrative” category in 
>&lch the two-grad© promotion progression is being recoiffinended® • 
Accordingly, it was considered practicable to submit caiy a 
Jtiati ng of the categories of positions for Thidh a one-grade 
promotiott progression was spiropriate® This listing is included 
in Annex 2, proposed CIA HoMceo Categories of positions not 
Included thereon a re those for whidi the two-grade proraobion 
progression is appropriate® Subsequently, the promotion 
for each category of Agencgr positions can be included in 
Occupational Handbook of Classification Titles and Codes, 
coordinated for publleationo 

It® COMCLOSIOHS Aim ACTION RECOMIianiEID* 

&o The method of determining normal promotion progression for lines 
of work in the Gs-5 to GS-H range as outlined in the Discussion 
be adopted fbr Agency use® 

bo Proposed publications. Annexes 2 and 3, be approved® 
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